Shakeela Saleem 


Objective 


| am a professional, career-minded person having vast experience in Finance 
Management background and feel that | could be a valued member of your 
esteemed organization. 


WORK EXPERIENCE 


e Accounts & Administrative Assistant at Kaneshiro (Pvt.) Ltd. - May-2015 till date 


e Accountant at Shabbir Brothers - from October 2007 to April 2011. 
e Primary Teacher at Atta Public School - September 2005 to May 2006. 
e Primary Teacher at S.M Public School - 2004 to 2005. 


e Primary Teacher at Honey Grammar School - 2002 to 2004 


JOB DESCRIPTION 


e Responsible for running payroll for over 400 staff on a monthly basis & 
resolve staff queries about time sheet & pay sheet. 

e = Arranging travel and accommodation. 

e Recording of deposits & online transactions in a bank ledger. 

e Maintenance of Petty Cash Record. 

e Posting of receipt, payments. 

e General Ledger Posting. 

e Posting of Export Advice. 

e Party ledger reconciliation. 

e Prepare bank reconciliation statement. 

e Payment recovery (Accounts Receivable) 

e Preparation of Oracle-based computerized billing & making delivery challan. 

e General office filling & indexing. 

e Doing administrative and clerical tasks (such as scanning or printing) 

e Arranging meetings, appointments, and executive travel 

e Preparing and editing letters, reports, memos, and emails. 

e ERP Accounting Software & Tally ERP. 

e Microsoft Office (Ms. Excel, Ms. Office, Ms. Power point.) 

e Experience of having the latest trends and techniques involved in enterprise-level 
applications. 


EDUCATION 


2009 Bachelors in Commerce University of Karachi. 

2004 1.Com, Board of Intermediate Education Karachi. 

2002 Matric, Science, Board of Secondary Education Karachi. 
Date of Birth May,30, 1986. 

Marital Status Single. 

Present Address Karachi. 

Nationality Pakistani. 

CNIC HAVING AVALI DNI C. 

Cell No 0334-3565386 


Email shakeelasaleem9@gmail.com 


